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PLAN/DOCUMENT SUBMITTAL COVER LETTER 
(This Cover Letter MUST be Included with ALL Submittals to this office) 

DATE: 

TFM # (IF ONE HAS BEEN ASSIGNED): 

ORIGINAL: RESUBMITTAL: 

PROJECT NAME: 

PHYSICAL ADDRESS OF PROJECT: 

PLANS REVIEWER (IF KNOWN): 

PERSON/FIRM SUBMITTING DOCUMENTS: 

ADDRESS: 

PHONE NUMBER: 

DOCUMENTS BEING SUBMITTED: 

Construction Plans (Two Sealed Copies): 

Specification Manual (One Sealed Copy): 

Sprinkler Shop Drawings (Two Copies Signed and Dated by the RME, and Reviewed and 
Stamped by the Engineer of Record): 

Hood & Duct Shop Drawings (Two Copies Reviewed and Stamped by the Engineer of Record): 

Pre­Engineered Metal Building Shop Drawings (Two Copies Sealed by a Structural Engineer): 

Addenda/Architectural Supplemental Instruction (ASI)/Change Order, Etc (Two Sealed 
Copies): 

Other: 

Fee: Amount: 
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